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RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

1758

PAGE
NO. 1 Of 2

University of Maryland Biotechnology Institute, Center for Agricultural Biotech,
DIVISION

Item
No. Description Retention

>

GENERAL CORRESPONDENCE

Files include incoming and outgoing correspondence
Center of Agricultural Biotechnology policies and
procedures, brochures, CAB employee list (updated),
symposium, lectures, seminars, job applications,
ABC subject files.

MISCELLANEOUS ACCOUNTING RECORDS

Files include completed copies of transfers of pay-
roll and non-payroll charges, journal forms for fee
charges, report of fees, account general ledgers,
purchase orders, invoices, requisition ledgers,
travel requests, expense reports, petty cash reports,
deposit forms, work request forms, communication
request forms, miscellaneous payment forms, internal
service requests, pay journals.

CENTER FOR AGRICULTRUAL BIOTECHNOLOGY GRANT FILES

Files include all proposed grant requests, all funded
grants, all updating of grant funds, all year(s)
Center budgets (past, current, and projected), lab-
oratory vendor files, newletters, announcements,
account general ledgers, purchase orders, invoices.

Screen annually and
destroy material for
which no further re-
ference is required.
Material having con-
tinuing administrative,
legal, fiscal, or
historical value to be
microfilmed.

Material that relates
to development of the
Center should be per-
manently.*

Retain for five years
and/or until all audit
requirements have been
fulfilled, then
destroy.**

Material should be re-
tained for five years
and/or until all audit
requirements have been
fulfilled, then destroy •*

Schedule Approved by the Vice
President of Administrative Affairs

4f /s,/ns~
Date Signature Title

Schedule Authorized by

OCT 3 1

Date State Archivist



RMGT-301 (7/92) RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

REVISED 10/19/95

SCHEDULE
NO.

1758

PAGE
NO. 2 Of 2

Item
No. Description Retention

CENTER FOR AGRICULTURAL BIOTECHNOLOGY
ADMINISTRATIVE FILES

Files include all CAB personnel and payroll files,
contract employee time sheets, faculty time sheets
and yearly reports of leave, curriculum vitae (up-
dated), leave forms state car files, daily parking
use files, grant reports of spending and projections,
blank form files, benefit information, retirement
information, inventory forms, backup public computer
directories on network, all materials pertaining to
searches by CAB.

CENTER FOR AGRICULTURAL BIOTECHNOLOGY
LABORATORY FILES

Personnel.files to be
kept for 5 years beyond
termination of employee,
then destroy. All other
files should be kept for
five years and until
all audit requirements
have been fulfilled,
then destroy.**

Files include research and compiled analyses, pub-
lications resulting from work, background publica-
tions used during publication, vendor catalogs,
laboratory notebooks.

+CAB IS THE OFFICE OF RECORD FOR SPECIFIC
ANALYTICAL DATA.

CENTER FOR AGRICULTURAL BIOTECHNOLOGY TEACHING FILES

Files include instruction materials, prospectus,
syllabus, exams, student records, recommendations.

*IF UMCP ARCHIVES IS NOT AVAILABLE, MATERIAL FOR PERM/
WILL BE TRANSFERRED TO STATE HALL OF RECORDS IN ANNAPC
WITH LIMITED RETENTION PERIOD (5-25 years) WILL BE TR/
STATE ARCHIVES FACILITY IN JESSUP.

**UNTIL AUDIT REQUIREMENTS HAVE BEEN FULFILLED MEANS
RELATED DOCUMENTS, THREE YEARS FOR NON-MONETARY FEDER/
THREE YEARS FOR MONETARY FEDERAL RELATED DOCUMENTS UNI
YEARS THREE MONTHS FOR MONETARY FEDERAL RELATED DOCUM!

Material that relates*"
analysis (data) should
be retained permanently

other
All/files should be re-
tained for five years
and/or until all audit
requirements have been
fulfilled, then destroy*

Material that relates
to student records
should be retained
for 25 years, then dest

All other files should
be retained for a per-
iod of five years and/or
until all audit require
ments have been fulfil-
led, then destroyed.**
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NTS OVER $25,000.



INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

j ^ RMGT-201 a/92)

i.AGENCY Biotechnology Ins t i tu te
Dniversity of Maryland/**)6?*}«9exR*?fc<

UNIVERSITY OF MARYLAND
AT

COLLEGE PARK

2. DIVISION

Center for Ag Biotech

AGENCY RECORDS INVENTORY

PAGE 1 OF 1
i
i

3. UNIT ;

I
, . _ „ . _ _ _ - . „ - « , „ , r m i r c A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE 1
DEFINITION- RECORD SERIES: AS WELL AS RETENTION AND DISPOSmON PURPOSES |

4. RECORD SERIES TITLE

General Correspondence

5. EARLIEST YEAR/LATEST YEAR |

1986 rn 1995

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files include incoming and outgoing correspondence, Center for Agricultural Bio-
technology pol icies and Procedures, brochures, CAB employee l i s t (updated), symposium,
lec tu res , seminars, job appl icat ions, ABC subject f i l e s .

7. RECORD SERIES FORMATCS)

9 ( LETTER SIZE Q MICROFILM

• LEGAL SIZE 93 COMPUTER TAPE

^ ^ Q BOUND BOOK 9? FLOPPY DISK

H F a AUDIO TAPE Q VIDEO TAPE

1 Q OTHERCSPECIFY)

8. RECORD SERIES SEQUENCE

3 ALPHABETICAL

CX NUMERICAL

CX CHRONOLOGICAL

0 GEOGRAPHICAL

Q OTHERCSPECIFY)

11. FILE IS USED

01 DAILY • WEEKLY 0 MONTHLY

13. CURRENT LOCATIONS) CBLDG., FLOOR. ROOM)

296, 2nd f loor , 2113

15. ACCESS RESTRICTIONS Q YES & NO
OF YES, CITE LAW(S) & REGULATION(S)

17. IS AN INDEX SYSTEM USED? OF YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

3 YES 59 NO

1 19. NAME AND TITLE OF PREPARER

jMary Ann Winslow, Admin Asst.

9. VOLUME o n

3 FILE DRAWERCS) . 2 0

Q MICROFILM(S)

NUMBER & COMPUTER TAPECS) 1 0

0. OTHERCSPECIFY)

Stqrsge t?OXes 10

10. ANNUAL ACCUMULATION

Q FILE DRAWERCS)

NUMBER Q MICROFILM REEUS) .

Q COMPUTER TAPECS)

Q OTHERCSPECTFY)

12. FILE BECOMES INACTIVE AFTER

5 Q MONTHSfS) Oi YEARStt)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

a YES JP NO

16. AUDIT REQUIREMENTS

Q NONE 3 STATE )D FEDERAL CX INDEPENDENT

is. RECOMMENDED RETENTION Screen annually & destroy
material for which no further reference is requir
Material having contuing admin l e g a l . f i s c a l , or f
tor ica l value to be microfilmed for retention in
UMCP archives for 25 yr.t then destroy. Material
re la t ing to development of Center should be
retained permanently in archives .

20. TELEPHONE NUMBER

405-1582

21. DATE

4/14/95

RMGT-201 a/92)



*

INSTRUCTIONS: TY?EORPRINTA

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WTTH RECORDS RETENTION SCHEDULE

RMGT-201 a / 9 2 )

L-NTVERSriY OF MARYLAND
AT

COLLEGE PARK

AGENCY RECORDS INVENTORY

1.AGENCY Biotechnology Ins t i tu t e
University of Maryland ̂ XXaXWAS**»*X

2. DIVISION

Ctr for Agricultural Biotech.
3. UNIT

r i _ - T V _ T O V . . . . . . - _ , , _ . A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE
DEFINITION- RECORD SERIES: AS WELL AS RETENTION AND DEPOSITION PURPOSES

4. RECORD SERIES TTT1E

Miscellaneous Accounting Records
5. EARLIEST YEAR/LATEST YEAR

1989 TO 1995.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files include completed, copies of transfers of payroll and non-payroll charges, journal
forms for fee charges, report of fees, account general ledgers, purchase orders, invoices,
requisition ledgers, travel requests, expense reports, petty cash reports, deposit forms,
work request forms, communication request forms, miscellaneous payment forms, internal
service requests, pay journals.

7. RECORD SERIES FORMATCS)

^ LETTER SIZE Q MICROFILM

«

• LEGAL SIZE

S2 BOUND BOOK

O AUDIO TAPE

M OTHER(SPECIFY>

Payroll journals 11" x 17"

d COMPUTER TAPE

a FLOPPY DISK

Cl VIDEOTAPE

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

3) NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHERCSPECIFY)

9. VOLUME

NUMBER

B FILE DRAWER(S) . 1 0

a MICROFILM(S)

a COMPUTER TAPE(S)

Q OTHERCSPECIFY)

10. ANNUAL ACCUMULATION

# FILE DRAWERCS) 3

NUMBER Q MICROFILM REELCS)

Q COMPUTER TAPECS)

Q OTHERCSPECIFY)

11. FILE IS USED

J? DAILY Q WEEKLY Q MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 Q MONTHS(S) K) YEARSCS)
NUMBER

13. CURRENT LOCATION(S) (BLOC FLOOR. ROOM)

296, 2nd Floor, 2113

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

EYES a NO UMBI, UMCP Payroll

15. ACCESS RESTRICTIONS Q YES Q( NO
(IF YES, CITE LAW(S) & REGULATIONS)

16. AUDIT REQUIREMENTS

Q NONE B STATE )CX FEDERAL (2 INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES, EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

3 YES P NO

18. RECOMMENDED RETENTION R e t a i n f ° r f i ' V e y e a r S a f i d /
or until all audit requirements have been fulfil'
led, then destroy.

•
19. NAME AND TITLE OF PREPARER

Mary Ann Winslow, Admin. Asst.

20. TELEPHONE NUMBER

405-1582

21. DATE

4/14/95

RMGT-201 a/92)



•

INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WTTH RECORDS RETENTION SCHEDULE

RMGT-201 a/92)

UNIVERSITY OF MARYLAND
AT

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE.

i.AGENCY Biotechnology Inst i tute
Univers i ty of Maryland/OT()O©iJC«<}»<XJlX&

2. DIVISION

Ctr for Agric. Biotech.
3. UNTT

_ . _ - _ _ _ _ . „ „ - „ „ . _ - _ - A G8OLT OF REIATED RECORDS NORMALLY FILED AND ISED AS A UNTT FOR REFERENCE
DEFINITION- RECORD SERIES: AS ̂ TOL AS RETENTION AMI DEPOSITION PURPOSES

4. RECORD SERIES TITLE

Center for Agricultural Biotechnology Grant Files
5. EARLIEST YEAR/IATEST YEAR

—l2Bh.ro _1£95

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files include all proposed grant requests, all funded grants, all updating of grant funds,
all year(s) Center budgets (past, current, and projected), laboratory vendor files, news-
letters, announcements, account general ledgers, purchase orders, invoices.

•

7. RECORD SERIES FORMAT(S)

^LETTER SIZE Q MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK Q FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

Q OTHERCSPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

d ( NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

• OTHERCSPECIFY)

9. VOLUME
9( FILE DRAWERCS) . 1 5
O MICROFHAKS)

NUMBER a COMPUTER TAPECS)

Q OTHERCSPECIFY)

10. ANNUAL ACCUMULATION

Q FILE DRAWERCS) 5

Q MICROFILM REELCS)

Q COMPUTER TAPECS)

Q OTHERCSPECIFY)

NUMBER

11. FILE IS USED

01 DAILY Q WEEKLY Q MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 Q MONTHSCS) \ P YEARSCS)
NUMBER

13. CURRENT LOCATIONCS) CBLDG.. FLOOR, ROOM)

296, 2nd f loor , 2111
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, SPECIFY AGENCY OR OFFICE)

)PYES JP N O UMBI, accts. payable

15- ACCESS RESTRICTIONS Q YES 50 NO

(IF YES, CITE LAW(S) & REGULATIONCS)
16. AUDIT REQUIREMENTS

Q NONE d STATE £) FEDERAL )fa INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES. EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

S YES Q NO

is. RECOMMENDED RETENTION Material should be retained
for five years and/or until all audit require-
ments have been fulfilled, then destroyes.**

•
19. NAME AND TITLE OF PREPARER

Mary Ann Winslow, Admin. Asst.

20. TELEPHONE NUMBER

405-1582

21. DATE.

4/14/95

RMGT-201 a/92)



•

INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

RMGT-201 a / 9 2 )

UNIVERSITY OF MARYLAND
AT

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE.

i.AGENCY Biotechnology Institute
Univers i ty of Maryland/<*©( JOOae$KX9a»fc

2. DIVISION

Ctr for Ag Biotech.
3- UNIT

^ „ „.„ A GROUP OF REIATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE
DEFINITION - RECORD SERIES: ^ ^ ^ R E T ^ O N ^ DBPOSmON PURPOSES

4. RECORD SERIES TITLE

CTR for Ag. Biotech. Administrative Files
5- EARLIEST YEAR/LATEST YEAR

i q q n m 1QQR

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files include all CAB personnel and payroll files, contract employee time sheets, faculty
time sheets and yearly reports of leave, curriculum vitae (updated), leave forms, state
car files, daily parking use files, grant reports of spending and projections, blank form
files, benefit information, retirement information, inventory forms, backup public computer
directors on network, all materials pertaining of searches by CAB.

•

7. RECORD SERIES FORMATCS)

)P LETTER SIZE Q MICROFILM

Q LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

Q OTHERCSPECIFY)

8. RECORD SERIES SEQUENCE

LX ALPHABETICAL

CX NUMERICAL

CX CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHERCSPECIFY)

9. VOLUME
<% FILE DRAWERCS) . 1 5
a MICROFILMCS)

NUMBER 8 COMPUTER TAPECS) 1 0
Q OTHERCSPECIFY)

10. ANNUAL ACCUMULATION

q( FILE DRAWER® 5

NUMBER Q MICROFILM REELCS)

Q COMPUTER TAPECS)

Q OTHERCSPECIFY)

11. FILE IS USED

ft DAILY Q WEEKLY Q MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 Q MONTHSCS) 8 YEARSCS)
NUMBER

13. CURRENT LOCATIONCS) OLDC.. FLOOR. ROOM)

296, 2nd f loor , 2113 & 2111

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

3YES P N O UMBI, Payrol l

15. ACCESS RESTRICTIONS Q YES Jp NO
(IF YES, CrTE LAWCS) & REGULATIONCS)

16. AUDIT REQUIREMENTS

Q NONE & STATE CX FEDERAL XQ INDEPENDENT

17. IS AN INDEX SYSTEM USED? OF YES, EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

O YES X) NO

k
18. RECOMMENDED RETENTION Personnel f i l e s to .be

kept foe1 "5'years beyond termination of''employee
• ' ' • • ' . ' • Z. ' • ' • • - . • z •'• r ~ r • r ' . • • - ' ' •-

jitjieri. destroy. i.All BtherofiMs to be kept for

5 years until audit requirements a.re met, then

destroy. ""'
19. NAME AND TITLE OF PREPARER

Mary Ann Winslow, Admin. Asst.
20. TELEPHONE NUMBER

405-1582

21. DATE

4/14/95

RMGT-201 a/92)



INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

RMGT-201 a / 9 2 )

i. AGENCY Biotechnology Institute
University of Maryland Acx««WX«KXB3«*:x

UNIVERSITY OF MARYLAND
AT

COLLEGE PARK

2. DIVISION

Ctr for Ag Biotech

AGENCY RECORDS INVENTORY

PAGE. -OF L

3. UNIT

DEFINITION RECORD SERIES A CROUP OF REUTED RECORDS NORMALLY FILED AND « E D AS A UNTT FOR REFERENCE
DEFINITION- RECORD SERIES: ^ w a L AS RETENTION AND DBPOSmON PURPOSES

4. RECORD SERIES TTTLE

CENTER FOR AGRICULTURAL BIOTECH. LABORATORY FILES
5. EARLIEST YEAR/LATEST YEAR

IQflTrn 1QQR

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERTES.)

Files include research and compiled analyses, publications resulting from work, background
publications used during publication, vendor catalogs, order requests.

•

7. RECORD SERIES FORMATCS)

Q MICROFILM

3 COMPUTER TAPE

Q FLOPPY DISK

5? LETTER SIZE

3 LEGAL SIZE

3 BOUND BOOK

0 AUDIO TAPE

• OTHFRCSPECIFY)

3 VIDEOTAPE

8. RECORD SERIES SEQUENCE

ft ALPHABETICAL

30 NUMERICAL

Q CHRONOLOGICAL

a GEOGRAPHICAL

Q OTHERCSPECIFY)

9. VOLUME
JP FILE DRAWERCS) 1 5 0
Q MICROFILMCS)

NUMBER a COMPUTER TAPECS)
Q OTHERCSPECIFY)

10. ANNUAL ACCUMULATION

Q FILE DRAWERCS) 5 0

Q MICROFILM REELCS)

G COMPUTER TAPECS)

Q OTHERCSPECIFY)

NUMBER

11. FILE IS USED

CKDAILY • WEEKLY Q MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 Q MONTHS(S) B YEARSCS)
NUMBER

13. CURRENT LOCATIONCS) CBLDC. FIOOR, ROOM)
073-2212,2212C;090-1208A;795-1305,1307
296-2115,2117,2119,2121,2109

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES. SPECIFY AGENCY OR OFFICE)
• YES CJ( N O

15. ACCESS RESTRICTIONS 3 YES Q NO
OF YES, CITE LAWCS) &. REGULATIONCS)

16. AUDIT REQUIREMENTS

Q NONE £ STATE SJ( FEDERAL 2) INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

3 YES )PNO

k
is. RECOMMENDED RETENTION .Material relating to analys
(data) should be retained permanently.*
All other files should be retained'5 years and/
or until all audit requirements are fulfilled,
then destroy. . .

CAB IS THE OFFICE OF RECORD FOR ANALYTICAL DATA.

19. NAME AND TITLE OF PREPARER

Mary Ann Winslow, Admin. Asst.
20. TELEPHONE NUMBER

405-1582
21. DATE

4/14/95

RMGT • 201 C7/92)



.

fNSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

RMGT-201 C7/92)

UNTVERSITY OF MARYLAND
AT

COLLEGE PARK

AGENCY RECORDS INVENTORY

I.AGENCY Biotechnology Inst i tute
University of Maryland/ktXaXKDttja)©®**

2. DIVISION

Ctr for Agric. Biotech.
3-UNIT

n r r n y n n o N BFrORD SFTJIFS * CROUP OF REUTED RECORDS NORMALLY FILED AND « E D AS A UNIT FOR REFERENCE
DEFINITION- RECORD SERIES: AS ^^aj. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Center for Agricultural Biotechnology Teaching Files
5. EARLIEST YEAR/LATEST YEAR

_L2Hfi_To _L225.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/TORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files include instruction materials, prospectur, syllabus, exams, student records,
recommendations.

•

7. RECORD SERIES FORMAT(S)

59 LETTER SIZE Q MICROFILM

a LEGAL SIZE O COMPUTER TAPE

Q BOUND BOOK Q FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

Q OTHERCSPECIFY)

8. RECORD SERIES SEQUENCE

$ ALPHABETICAL

$ NUMERICAL

59 CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHERCSPECIFY)

9. VOLUME
X) FILE DRAWERCS) . 2 5

Q MICROFILM(S)

NUMBER G COMPUTER TAPECS)

Q OTHERCSPECIFY)

10. ANNUAL ACCUMULATION

ft FILE DRAWERCS) 5

Q MICROFILM REELCS)

Q COMPUTER TAPECS)

Q OTHERCSPECIFY)

NUMBER

11. FILE IS USED

P DAILY Q WEEKLY Q MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 Q MONTHSCS) JQXYEARSCS)
NUMBER

13. CURRENT LOCATIONS) CBLDG.. FLOOR, ROOM)

296:2119,2115 090:1208A 073:2212,2212C

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

EYES 9(NO Records & Registration

15. ACCESS RESTRICTIONS Q YES %% NO
OF YES, CITE LAWCS) & REGULATIONCS)

16. AUDIT REQUIREMENTS

Q NONE £1 STATE Cfc FEDERAL 53 INDEPENDENT

17. IS AN INDEX SYSTEM USED? OF YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWAXF/SOFTWARE)

3 YES XXNO

k
is. RECOMMENDED RETENTION Material relating to student
records Should be retained 25 years, then destroy.
All other files should be retained for a period
of five years and/ or until all audit-require-
ments have been fulfilled, then destroyed.**

19. NAME AND TITLE OF PREPARER

[Mary Ann Winslow, Admin. Asst.

20. TELEPHONE NUMBER

405-1582
21. DATE

4/14/95

RMGT-201 O/92)


